1601 - PROCUREMENT DIVISION DIRECTOR

NATURE OF WORK

Thisisadvanced adminigrative work; planning and directing the activities of the Procurement Division and
Central Stores Warehouse, whichiscomprised of professonds, para- professondsand dericd employees.
Theemployeeinthisclassfication isrespongblefor directing and supervising operations of the Procurement
Divison. Emphasis is on planning, assgning, and reviewing the work of buyers and clerica employees
engaged in the purchase of various commodities and services for use by the City.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Directs and supervises a saff of professonas, para-professonas and clericd employees engaged in a
variety of procurement and warehous ng functions, in accordance with gpplicable City and Federd lanvs
regulations, ordinances, and professond ethica practices.

Plans, assgns, and reviews the work of a staff of buyers and clerical employees engaged in purchasing
various commodities and services for the City.

Edtablishes/revises divison policies, procedures, priorities.

Attends/conducts various meetings (Agendareview, GSA staff, Pre-bid conferences, Sdlection Committee,
etc.).

Assgs departments in devel oping bid specifications and evauating bid responses.

Schedules/conducts staff training sessons.

Prepares specifications and bid documents for Formal Bids over $10.000.

Reviews, gpproves and sgns dl purchase orders and direct payments.

Responds to requests for info. from vendors, dept. heads, City Manager, GSA Director (phone, memos,
fax).

Analyzes bid tabulations to ensure proper awards are made; types Commission Memorandums.

Worksin Financid Management System (maintenance, inquiries, input, ec.).

Reviewsall repetitive purchasesto determine where negotiated blanket orders and contractual agreements
are economically advantageous.

Maintains vendor and purchase order files and histories to determine buying patterns and needs.

Andyzes pertinent market trends and conditionswhichimpact on the City's purchasing activitieswith regard
to product lines, innovations, availability, reiability, and other factors.

Egablishes and maintains working relaionships with vendors and City depatments to ensure
responsiveness to requirements and resolves purchasing problems.

Provides advice and assstance to other departmentsin the evauation of products and vendor files.

Develops and recommends new systems and procedures relating to procurement activities.

Conducts sdlection committee meetings and asssts in the evauation Process of RFP's, while acting as
nonvoting chairman.

Conducts pre-bid conferences with prospective bidders, bid openings and other various meetings as
needed.
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Performs related work as required.
KNOWLEDGE, SKILLSAND ABILITIES

Considerable knowledge of large scale purchasing methods and procedures.

Condderable knowledge of specifications, grades, qualities, supply sources, and market factors of
commodities and services required by the City.

Condderable knowledge of gpplicable laws, rules, regulations, and ordinances effective in governing the
purchase of commodities and services.

Cong derable knowledge of supervisory principles and practices.

Knowledge of office practices, procedures, and equipment used in alarge-scale purchasing operation.

Ability to assure the completion of large volume procurement assgnments on atimely basis.

Ability to perform andyses of conditions affecting large scae purchasing operations.

Ability to establish and maintain effective working relaions with subordinates, superiors, vendorsand City
personnel.

Ability to supervise subordinates in a manner conducive to full performance and high morde

Ability to communicate clearly and concisdly, verbaly and in writing .

MINIMUM REQUIREMENTS

Graduation from an accredited college or university with aDegreein bus ness administration, managemernt,
procurement and inventory sysemsor related field and extensive experiencein the purchasing and contracts
management for varied goods and services for alarge organization with multiple and diverse users, or bea
Caertified Procurement Officer from the Nationd Ingtitute of Governmenta Procurement. Experience may
subgtitute for education on a year-for-year basis.

PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physical capability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,

calculator, copier, and fax machine. Normdly no sgnificant anding, waking, moving, dimbing, carrying,
bending, knedling, crawling, reaching, and handling, sitting, standing, pushing, and pulling. Some walking,
gtanding, knedling and bending typical of factory and plant tours during inspections and reviews.

SUPERVISION RECEIVED

Generd and specific assgnments are recelved and work is performed with latitude for use of independent



1601 - PROCUREMENT DIVISION DIRECTOR
judgement subject to direction and policies and procedures established by the Genera Services Director.

SUPERVISION EXERCISED

Exercise supervison over a saff of professona, para-professond and clerica employees assigned to
various divison operations.
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